Bids — Vendor Response to a
Reverse Auction

Quick Reference Guide

BuyMichigan:

Introduction

The “How to Respond to a Reverse Auction (RA)” Quick Reference Guide is designed to provide a Vendor the
minimum steps necessary in responding to a Reverse Auction.

During a Reverse Auction, Vendors bid against each other downward for the win. Reverse Auctions are
different from Standard Buy4Michigan solicitations because Vendors can view the Auction results as other
Vendors respond. This allows Vendors to monitor the lowest cost and submit a new Quote that beats the

lowest cost, just like an Auction.

Pre-requisites
Vendor must have the Seller Role.

Steps

Step 1:

a.) From the home screen once
logged in, select the Bids Tab.

The page refreshes with a list of
bids.

Home - Welcome Back Isidra Chavez

LEENN Vendor Communication(T)

(pen Bids

Bids(460) HO(2) Quotes{19) Invoices(0) Vendor Performance(0)

a.) Acknowledge the receipt by
clicking the Yes button.

b.) SCFQ" down tq the Open BidS Bid# Organizafion Alternate Id Buyer Description Bid Opening Date Bldf& ;:hem
section and click on the View
Auction link. AGENCYS5BO001262 | - Department of Technology Hanagement and lidra Chavez Reverse Aucton | 1022001402010 | View | View
Budget al Auction
(234580001359 Departmentof Training C2015062- Buydiichigan Nowing- 5 HARAA030000 | View | Create
100000 ofm student20 | Counties al uote
Step 2: Acknowledge Receipt and View Solicitation

Bid # AGENCY15B0001962

Bid Description

Reverse Auction

Click Yes to acknowledge the download of the bid. When you acknowledge a bid, you may receive any fi
not want to acknowledge click No, and the bid will be displayed. Do you want to continue?

e ) .
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Step3: Bid AGENCY15B0001962 Auction
The Auction overview screen

appears. Bid Number: AGENCY1B0001%62  Description: Reverse Auction — [id Opening Date:

Soft Close Enabled: to Time Remaining On Auction: ~ #minuteGsecond | ast | owest Quote Total

a) View details & mark the Send Email Noffcaionof Outic:

send email notification of
outbid check box if you want

to receive an email Vendor Quote List

No Quotes Returned

ETTH ETT TR B

notification of Outbid.

b.) Click the Create Quote
button to create a response.

Here you can view the Bid Number,

Bid Opening date, Time remaining, Bid AGENCY15B0001972 Auction

etc.
Bid Number: AGENCY1580001972 Description: Reverse Auction: Bid Opening Date: 10/31/2014 11:30:00
10131 AN
No_te:_lf other quotes he_we been Soft Close Enabled: to Time Remaining On 21 minute 42 second | ast Lowest Quote  $50,000.00
submitted, the Quote History buttons Auction: Total

will display. Click either the Auction
Total History or Item Auction
History button as shown.

Qutbi

Vendor Quote List

Ho Quotes Returned.

R ————

Saved Ext swedConneQl AwionTualtisoy | emAwtobsoy ), Cesedwe )| Bd |

e —

. New Quote
M @ tems Subcontractors Notes Affachments Summary  Back fo Bid
The page refreshes to the New tude Bid# AGENCHERINONGE)
Quote page and defaults to the ot ey ongnete B
General Tab. Status: n progress Descripfor™.  Reverse Auction
Delivery Days: 0 Discount Percent: (.0 %
a.) Enter ALL required & BB Has Bt
necessary information as SephaTes Y FreanTems B
you would a standard Bid. St Tems: T P v
Note: Be sure to answer YES 0r NO | o o o s cogonens fya snsw o plass ickescn | Yes. =
at the bottom of the screen. ftem Humber on the tems tab and indicate individually whether each item meets these critisra. ™ ;
Date Last Updated:
p——
— —
General Hem Information Validation Warnings
m = “four guote has not been submitted.

a.) Select the Items Tab.

Quote 00001933 -IC LLC

Attachments Summary

b) Enter your Unit Cost. e Items Mycontractors  MHotes
General =

Note: A the top of the page

underneath the Items tab, you are
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able to see the Minimum Bid
Increment as a reminder.

Minimum Bid Increment. $10.00

Itern # Print Description
Guantity uom Unit Cost Discount % Tax Rate Freight Net Unit Cost
(Extended
Amount/Quantity)
1 1.0 Food clothing service.
1.0 Doz 10000.00 000 ] opp | Stoocooo
Alternate e
Description: -
Q
ﬂ Discount only quotes indicate discount amount off of list catalog price.
e —————"h,

| Save & Continue

Step 6:

and upload necessary
documents.

a.) Select the Attachments Tab

Quote 00001933 -IC LLC

Items Subcontractors HNote§ BhclEiuliE8 SEmmary Back to Bid

General

ﬂ Warking an item "Confidential” will ensure the docu ment is only seen by relevant personnel and wil not be displayed publichy.

o Click Add Attachment to add attachments.

Step 7:
a.) Select the Summary Tab.
b.) Review your Information for
accuracy.
the page and click the

Submit Quote button.

d.) Click OK on the pop-up
confirmation message.

c.) Scroll down to the bottom of

Quote 00001933 -ICLLC

General ltems Subcontractors MNotes Attachments(1 Back to Bid

Item Information

Print Sequence #1.0: (200 - 28) Food clothing service.

Net Unit Cost
(Extended Amount/Quantity)

Quantity oM Unit Cost Discount % Tax Rate Freight | Extended Amount

10.0 Doz $10,000.00 0.0% 0.0% s0.00 §100,000.00 $10,000.00

This product was
manufactured within the
United States and the cost of
domestic components.
exceeds 50% of all
components.

Submit Quote

Cancel Quote
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Your status should now have a
Submitted status.

Quots 00001933 - ICLLC

General Hems Subcontractors Notes Atiachments / ummaw) Back o Bid

Header Information

oz Bid#  AGENCYIBOONI%D Status;  Submied
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